
Records Management Briefing
for the POH Staff – May 2003
Sponsored by:  POH, Information Mgmt Ofc



Agenda
Records Mgmt – FAQ / MARKS #’s
Elec. Document Mgmt System/EDMS
Preparing for Courtesy Surveys
Transferring Records to the RHA
Seattle Federal Records Center
Administrative Reminders
Update from HQ USACE



FAQ’s (1 to 8)

Frequently Asked Questions
from Honolulu District personnel.



Rec Mgt – FAQ #1
What is MARKS?
Modern Army Recordkeeping System, 
AR 25-400-2.  Copy w/ Admin Staff or 
view at: http:www.rmda.belvoir.army.mil        
The Army regulation by which the Corps 
uses to file, retain, destroy their records 
to the prescribed records schedule.
Purpose- track, file, access & timely 
destroy.            





FAQ  #2

How long do I need to keep my records?
Each record series has it’s own retention 
schedule dictating how long the record 
shall be kept.  
Based on administrative, fiscal, legal, 
environmental, civil works, historical 
value, real property, etc.



Examples of MARKS File 
Categories & Retention's
File # 37 – Financial Administration (2-6 yrs)
File # 200 - Environmental (2 - Perm)
File # 210 - MILCON (6-10 yrs or TBD)
File #405 - Real Estate (1-10 yrs & Perm)
File # 415 - Construction (6 - 10 yrs or TBD)
File # 715 - Procurement (1-6 yrs)
File # 1105 - CE Planning (5 to Perm)
File # 1145 - CE Reg. (2 to Perm)



ELEMENTS OF A FILE LABEL

1 2 3

FILE                       TITLE                    YEAR
NUMBER                                      (When applicable)

1x   Ofc Civilian Personnel Time and Attendance Files   (03)
PA:  T7335DFAS

COFF:   31 Dec 03                           DEST:  Jan 2009

PRIVACY ACT NUMBER            DISPOSITION
(When Applicable)                          INSTRUCTIONS

4 65
CUT OFF DATE



FILING

An accumulation of records maintained in a 
predetermined physical arrangement, using the 
MARKS numbering system.  Arrangement can 
be either:

• Chronological (Date)
• Numerical (Project/account number)
• Alphabetical (Subject/name)



LABELING
Proper labeling is essential for 

accurate filing, retrieving, and 
disposing of 
records.

1a  Office File Numbers
DEST when superseded



DUMMY FOLDER

Use “dummy folder” when there are several
folders under one number.  First folder label
must contain the full label entries.  Secure it
shut so that no documents can be filed in it.
Subsequent folder labels need only show the
file number, title of the folder contents, and Privacy Act 
Number and year of accumulation, when applicable.  Guide 
card can be used as a “dummy folder”. 

TAPE OR STAPLE

1 b Office General Management  (03)
COFF 31 Dec 03, DEST Jan 2004

1 b Blood Donations                (03)

1 b Individual Duties                   (03)



LABELS ON FILE 
DRAWERS

CONTAINS TWO OR
MORE RECORD 

SERIES

CONTAINS ONE
RECORD SERIES

690-200e Locator Files
PA:  OPM/GOVT-1
DEST on transfer or
separation of the employee

10 thru 58-1b  (03)

RECORDS DIVIDED INTO TWO DRAWERS

690-200e Locator Files
(A thru L)
PA:  OPM/GOVT-1
DEST on transfer or
separation of the employee

690-200e Locator Files
(M thru Z)
PA:  OPM/GOVT-1
DEST on transfer or
separation of the employee



LABELING BOOKCASES/OVERHEADS

1jj  Reference Publications



FAQ  #3
How many MARKS numbers apply to me? 

Two main categories:  
Admin Files or sometimes referred to as 
Housekeeping Files (Travel, T&A, Training, 
Personnel, CEFMS, etc.) maintained by the office 
administrator/ supervisor.

Mission Files (For instance, Environmental, uses 
the 200 series.  Counsel, uses 27 & other series 
depending on the work that you provide.



FAQ  #4

Is there an index I can refer to help me 
better understand these MARKS 
numbers generated in my office?

Yes, the admin staff annually updates 
(as req’d) the Selected File Numbers, 
Engrg 4346. Consult your Ofc Admin for 
the list to develop your own files.



Engrg 4346/1
On the P:drive
/forms/Files.frp



Components of the Selected 
File Numbers List

MARKS file number
Description of file
Privacy Act or not applicable
Magnetic Form?
Microform?
Cut off of file (COFF)
Disposition (Retention Period)



FAQ  #5
Does records mgmt only apply to paper?

No.  Records can be in any medium or 
format:  microfilm, videotape, maps, 
blueprints, CADD, photographs, 
spreadsheets, email, etc.
MARKS provides instruction for retention 
handling of other than paper records.



What is a Federal Record?

Recorded information, regardless of media
Made or received by a Federal agency in 

accordance with law or in the conduct of business
Preserved or appropriate for preservation as . . .
Evidence of the organization, functions, policies, 

decisions or other activities of the Federal 
government or value . . . of information it contains



Federal Records Include:
Traditional Documentation
– Reports / Memorandums 
– Directives
– Forms
– Email - Print and File Copy, AR 25-30
– Correspondence . . .

Organized into Admin and Mission Files



Items That Are Not
Federal Records (Non-record)

Extra copies of documentary materials 
maintained solely for convenience or 
reference
Library or museum materials preserved 
solely for reference or exhibition purposes
Stocks of agency publications and blank 
forms, but excluding the record set of 
publications 



Items That Are Not
Federal Records: Other Examples

x Vendor catalogs and trade journals
Copies of agency directives maintained 
by other than the issuing components of 
the agency
A letter received by an employee 
concerning his/her personal business 
(do not maintain personal papers here, 
take it home)!



FAQ  #6
I have a lot of records around that I do not need anymore 
and they are taking up space.  Am I free to recycle or 
destroy them?
No!  All records are government property. They cannot be 
loaned, recycled or destroyed without proper disposition 
authority IAW MARKS.  Unless they are duplicates, 
copies, vendor catalogs, journals, blank forms are are 
available electronically or solely for convenience, not 
considered official, can be destroyed.

Consult your Ofc Admin or Anna, POH, Records Manager 
for guidance on “how to” accomplish this.  Takes only 
minutes to do.



FAQ  #7
How can I reduce the volume of records in my 
office?
Use the MARKS system and it’s proper retention 
schedules, remove/destroy per MARKS 
instructions.
Purge - Annually
Transfer temporary files to the RHA - Quarterly
Transfer permanent-type to the Seattle FRC or 
Washington DC Rec Ctr, Semi-annually

You need to pitch in, the office administrator 
cannot do the job alone, you need to advise/help.



FAQ  #8
Why do we have to do records mgmt and how do 
I benefit?
Stay in compliance with Federal Law
Efficiency to do your job / actions and decisions
Need to know for use in Elec. Doc Mgmt Sys.
Free up valuable office space
Allow quicker retrieval of documents
Save money on space, equipment and staff time
Maintain economy
It’s your job!



Electronic Document Mgmt 
System (EDMS)

• Educate Staff in the MARKS/Filing
• Organize paper (medium) prior to 

electronic transport or will be lost 
forever.

• MARKS and keywords will be the 
driving tool in the success of any EDM 
system.



Preparing for Courtesy 
Records Mgmt Survey

Anna will visit each office and look through 
filing /shelving cabinets to assist and provide 
guidance.

An advance checklist was distributed 2-
months prior, by Anna to the Admin Team.

Each individual’s cubicle will also be surveyed 
for (unnecessary clutter, duplicate copies, 
boxes, binders, drawings, etc)…take it home.



Courtesy Survey Con’t.
Are file folders kept in work area/cabinets 
properly typed and labeled by FY/CY and 
disposition?     
Example: 
200  Gen Env Quality Corres Files  (03)
Title: 
Disposition:  Destroy after 2 yrs.

Do all out-going correspondence include a 
MARKS number?



Survey - Continued
Are admin/ project files being timely 
transferred to RHA, NARA or properly purged  
in-house IAW MARKS?
Are materials (envelopes, paper clips being 
removed prior to filing?
Survey of unnecessary clutter (boxes, files, 
drawings, papers, etc.) What’s the purpose 
and why is it here?



Survey - Continued

Are original receipts of travel order & 
vouchers being filed with the Admin or 
Secty in one centralized cabinet for 
each traveler in case of an audit?  
Traveler should always keep a copy.



Survey – Continued

Are small purchases from IMPAC Credit 
card holders being filed under:
“37z  Government Credit Card 
Certifying/Billing Officer's Accounts 
Files” in one centralized cabinet?  
Disposition: 6 yrs 3mo per MARKS

Note: Consult POH-CT, re: IMPAC Cards



Transferring Records 
to the RHA



Boxing Records

When all boxes are ready, mark the boxes in the right 
top corner block "box __ of ____" Ex.  1 of 10, etc 
(write neat, legible and at least 2" in height)

You may use a pencil to mark your boxes (to keep 
track), then later for the final marking, use a black 
marker pen.

RHA #1 of 10

Accession # Agency Box  #



Boxing Records
Use a black marker pen and print your office symbol 
on the front of the box below the side flap.  Mark it 
two inches in height and legible.

Criss-cross fold EACH box CLOSED to secure

RHA #1 of 10

2”2”

Accession # Agency Box  #

POH-OC



RHA/NARA Reminders
Records that has already passed or within one year 
of retention remaining will NOT be accepted by the 
RHA.  Records shall be retained in-house and 
disposed of in their respective office.

Tuck in or cut off side flaps BEFORE inserting file 
folders to assure side flap holes are accessible to 
carry boxes at least 3” of space at opening flaps.

The RHA/NARA will NOT accept over-stuffed boxes, 
they will return boxes at the cost of the Corps.



Records Holding Area
(RHA)

Only temporary records such as 
financial (3-6 yrs), MILCON, Installation 
records (4-6 yrs) are stored at the RHA.

Note:  The RHA is full to capacity, pls. 
make alternate arrangements with 
Anna, CEPOH-IM, 438-8349.



Inside the RHA



RHA-8 (



Record Boxes….
What happens at the RHA?



POH’s RHA Stats
RHA maintains 3,453 record boxes from 
RM, CT, OC, PP, EC, awaiting their 3-6 
years disposition.
IM/LM destroys ~ 250 boxes (semi-
annually) to free up space for new 
district boxes.

SPECIAL THANKS to the Logistics 
Crew for their support.



Transfer to the RHA

SF-135 and SF135a                   
Records Transmittal & Receipt 

First time transferring records? Always 
consult Anna, x8349 prior to boxing, 
preparing SF-135 forms or destroying 
records.





DA 543



RECORDS RETIREMENT
WHY
– Space
– Cost
– Historical Value

WHAT
– Records with long-term disposition instructions
– Records that are of permanent value

HOW
– SF 135, Records Transmittal and Receipt
– Packing and shipping procedures

WHERE

NATIONAL ARCHIVES & RECORDS
ADMINISTRATION - PACIFIC ALASKA REGION
6125 SAND POINT WAY, NE
SEATTLE, WA   98115-7999

Coordinate with Anna Tarrant, CEPOH-IM



View of Seattle’s Federal
Records Center

Only Permanent-type records are 
transferred to the Seattle FRC.
For example:  Environmental, Civil 
Works, Regulatory records, etc. usually 
from 20 to 50 yrs to permanent archival.



NARA Records Centers

Pacific Alaska 
Region - Seattle

Pacific Region -
San Francisco

Pacific Region -
Laguna Niguel

Rocky Mt. 
Region - Denver

Southwest Region -
Ft. Worth

Central Plains 
Region -
Kansas City

Great Lakes 
Region - Chicago

Southeast Region -
Atlanta

Mid Atlantic Region -
Philadelphia

Northeast Region -
Manhattan

Northeast Region -
Boston & Pittsfield

Dayton
St. Louis

Pacific Alaska Region - Anchorage



Pacific Alaska Region



Records Center:  Main Aisle



Seattle Records Center: 
Statistics

Capacity:  840,000 boxes

Monthly Accessions: 4,200 boxes

Monthly Requests:  18,000



POH’s Stats

Over 317 of POH boxes are stored at the 
Seattle Federal Records Center.
Some boxes of which have been transferred 
to the National Archives in San Bruno, CA.

In 2002, transferred 49 boxes.
In 2003, transferred 7 boxes.
In 2003 retrieved 3 record boxes within a      
9-day turn around.



Staging 
Area: New 
Accessions 



Shelving the 
Records









Request 
Form-
OF 11



Records Disposal



PRACTICE
RECORDS MANAGEMENT

File records properly so you and others 
can find and 
use them efficiently.

Create, keep current, and use your 
“Selected List of File Numbers”.

Retire to the RHA and permanent 
records to NARA – annually.



PRACTICE
RECORDS MANAGEMENT

Break the “extra copy” habit.

Keep your personal papers separate 
from office  records…take it home!

When you change jobs, records belong 
to the Federal Government - Not You!



WEBSITE ADDRESS FOR MARKS / NARA:

To access the MARKS filing system on the Internet 
use the following website address:  
www.rmda.belvoir.army.mil

National Archives & Records Administration 
(NARA):  www.nara.gov

http://www.rmda.belvoir.army.mil/
http://www.rmda.belvoir.army.mil/


Administrative Reminders



ARIMS -Army Records 
Info Mgmt  System

Effective Apr 2003, ARIMS is the new 
recordkeeping system focusing on the 
resources preserving long-term and 
permanent records.
Short-term records will be maintained locally,  
i.e. RM and CT records, but not limited to.
Website:  http://www.arims.army.mil
More info to come…….

http://www.arims.army.mil/
http://www.arims.army.mil/


Copier Equipment

Consult Anna prior to the lease/ 
purchase of copier equipment.

Written justification must be approved 
by IM prior to the lease or purchase.

Without approval, IM will not tech 
approve copiers in CEFMS



POH Forms

All new forms must be submitted to IM for 
approval.

Forms will be reviewed annually for use/ 
accuracy by IM – via Forms Review Memo.

After a Forms Review, unless informed in 
writing, IM has the authority to delete forms 
“not in use” on the S: or P: drives.



Regulations, Policies, SOP’s:

Submit (in MS-Word format) Internal SOP’s, 
POH Regs, & Commander Policy Memos to 
IM for authentication, formatting, proper 
coordination prior to final signature.  Upon 
completion of the above, proper distribution 
and posting to the webpage will be made by 
POH-IM.
Contact Anna, 438-8349 or email



HQ Conference Update

Continue using MARKS numbers 37 series, 
Financial Admin….transferred to DFAS.
Official Mail – report any suspicious mail to 
your supervisor and security manager 
immediately, retain for evidence.
DA may regionalize RHA’s, meaning we may 
need to seek alternate off-site private storage 
facility for temporary records.
Create a Vital Records Program.



Rec Mgmt Trng Handouts

Will be available after 30 May 03 at: 
http://www.pod.usace.army.mil/info/
podrecs.html

Click on:  Rec Mgmt Briefing, May 2003

http://www.pod.usace.army.mil/info/podrecs.html
http://www.pod.usace.army.mil/info/podrecs.html


Records Enable You To . . .

Properly Transact Government 
Business

Make Timely and Informed 
Decisions

Accomplish Your Mission



Thanks for attending! 

Contact Anna Tarrant, 
POH-IM, 438-8349
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